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Classroom with tile/Carpet
Description of Tasks

Frequency

Clean erasers and replenish chalk. Alternate Days
Clean all chalkboards and write-on walls Daily
Clean and disinfect all study/work tables. Daily
Clean and disinfect sinks. Daily
Clean and disinfect soap and paper towel dispensers and refill as needed. Daily
Empty and clean trash receptacles and replace liners. Daily
Empty pencil sharpeners Daily
Inspect all areas. Daily
Pick up any cans, paper, or loose debris and throw away. Daily
[Rearrange all furniture into proper order. Daily
Remove trash to dumpster. Daily
Spot clean glass. Daily
[Vacuum and clean all chalk trays. Daily
Vacuum and/or sweep and wet mop all floors. Alternate Days
Dust all surfaces such as doors, door frames, refrigerators, blinds, desks, Weekly
Polish all bright metal. Weekly
[Remove all marks and foreign objects from hard surface floors. Weekly
Spot clean all spills on carpet and/or tile and report any spots to your supervisor. Weekly
Spot clean walls and doors. Weekly
| computers, furniture legs, and televisions.
Lab
Description of Tasks Frequency
PIcK up any cans, paper, or loose debris and throw away. Daily
mpty and clean trasn receptacies and replace nners. Daily
pOT Clean walls. Daily
Tean and QISINTECT SINKS. Daily
PoNiSh all bright metal. WeeKly
€an all chalkpoards and write-on walls Daily
Vacuum and clean all chalk trays. Daily
lean erasers and replenisn cnaik. Alternate Days
ean and disiniect soap and paper 1OWeT JISPENSers and refim as needea. Daily
"REMOVE all marks and Toreign ODJECTS 1TOM Nard Sunace 1oors. Daily
Vacuum andror SWeep ana wet mop al noors. Alternate pays
PO clean all Spis On carpet and report any Spots 10 your SUPETVISOT. Dally
Dust all suriaces such as doors, door frames, refrigerators, blinds, desks, computers, furniture legs, and
televisions. Weekly
ean and disiniect all Study/WOrK tanles. WeeKly
POT Clean glass. Dally
Rearrange all TUrniture to proper oraer. Dally
REMOVE trash to qumpster. Dally
nSpect all areas. Dally
Auditorium
Description of Tasks Frequency
ICK Up any cans, paper, or loose debris and throw away. Daily
%WM& Daily




3JJSpot clean wars. WEeKly

4[CTean and dismrect SMKs. Daily

5 WeeKly

6 Daily

7IVacuum and clean all chalk trays. Daily

gfCTean erasers and replenisn char. Allernate Days

9 ISPENSETS and et as neeaeda. Daily
10fREMOVE all marks anad foreign ODJeCts 1Tom nara surace noors. WEEKly
11[Vactum anaror Sweep ana wet mop al foors. Alternate pays
12[Spot clean all Spims on carpet and eport any SPOtS 10 your SUPETVISOT. Dally

ust all surfaces such as doors, door frames, refrigerators, blinds, desks, computers, furniture legs, and

13)televisions. Weekly
14 Daily
15f5pot clean glass. Dalily
16JRearrange all furniture INto proper order. Daily
17JREmaove frash to qumpster. Dally
18finspect all areas. Daily
Stairs
1[Pick up any cans, paper, or loose debris and throw away. Dally
2kSweep stairs and landings. Daily
3[Vacuum all carpets and mats. Daily
4fSpot mop any spills. Daily
Spot clean all spills on carpets and report any non-removable Spots to your
5)supervisor. Daily
glDust all safety reachable areas. Daily
7lSpot clean walls. Weekly
gjSpot clean glass. Daily
9fEmpty and clean trash receptacles and replace liners. Daily
10fTake all trash to dumpster. Daily
11fInspect all areas. Daily
Closet
Weekly
WEEKly
WEEKly
Dalily
Dalily
Lounge
1fPick up all debris and discard Daily
2JRemove all gum, unsignily marks, SNOE Scults, and 100d fTom the 1oor. Daily
3JClean and disintect all tables, chairs, and COUNtertops Daily
4JCTean and disinfect drinking fountams. Daily
5Spot clean glass. Daily
gSpot clean walls Daily
7IEmpty and clean trash receptacles and replace liners Daily
g[Sweep andlor qust mop and wet mop all hard surtace foors. Daily
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acuum carpets. Daily
UST all surtaces inciuaing cnar and taole 1egs, Iedges, and vents. ARernate Days
ealrange 1ables, chairs, and Oter TUrNIUre INto Proper oraer. Daily
ake trasn 10 qumpster. Daily
13fNSpect arrareas. Daily
Offices
1|'Empty common area trash cans and replace liners. Daily
2|Empty recycling containers Once Weekly

Once weekly

3Vacuum all carpets and rugs
4Vacutm corners and edges of carpets

Monthly

Once weekly

5I§weep and wet mop all hard surface floors.

ust all surtaces such as desktops, blinds, windowsills, shelves, ledges, cabinets, baseboards,

glvents, doors and door frames, furniture legs, wall hangings, etc. Monthly
ISpot clean all walls, doors, and partitions, paying particular attention to areas around Ngnt
7lswitches, doorknobs, door frames, and trash cans. Monthly
8lSpot clean all glass doors Daily
olSpot clean all spills on carpets and report any non-removable stains to your supervisor. Monthly
10[Take trash and recyciing to te appropriaie area. Daily
11I\nspect all areas Daily
Entryways
1[JSWeep analor vacuum al T00rs, carpetng, mats, and unaer me mars. Daily
2[Wetmop hard surface Toors. Dalily
3)Sweep outside of building 10 feet from the door, removing all debris. Daily
4[Spot clean all entryway glass Inside ana ou. Daily
5)Dust all surfaces inside and out remove outside. Daily
6Spot clean all doors and window frames. Daily
7ISpot clean walls. Dally
gEmpty and clean all trasn recepracies anad replace nners. Dalily
offTake trasn 10 the qumpster. Dalily
10fnSpectall areas. Dalily

Restrooms

1[Empty and clean trash receptacles and replace liners.

Dally + porer

2Empty and clean sanitary napKin receptacles and replace liners.

Dally + porter

3jDust all surfaces such as vents, tops of partitions, door frames, and wall fixtures.

Dally + porer

4JIClean and polish roll towel, toilet paper, sanitary napkin, and soap dispensers and refill as needed.

Daily + Porter

5|CIean and disintect all partitions, doors, and handles.

Dally + porter

6|C|ean mirrors.

Dally + porer




7|CIean and polish all bright metal.

Dally + porter

8|C|ean and disinfect any cabinets, book racks or furniture.

Dally + porer

9|CIean and disinfect sinks and countertops.

Dally + porter

10|C|ean and disinfect toilets and urinals, including inside and outside, plumbing, and seats.

Dally + porer

Sweep and disinfect all floors by wet mopping, paying special attention to dirt buildup in corners, around

11[bases of partitions, under toilets, around floor drains or any other places dirt may accumulate.

Daily + Porter

12fPour water down floor drain to prevent sewer gas from escaping.

Dally + porter

13fRemove all trash to dumpster.

Dally + porer

14[Inspect all areas.

Dally + porter

Alternate Days

15
Hallways
1|'|?emove Trasn Dally
Daily
Daily
Daily
Daily
Daily
7IDamp mop hard floor Daily
gMSpect for qualtty control Dally
Conference Room
1JRemove trash. Daily
2DUst. WeeKly
3[Clean glass. Daily
4JPolshTurniure. WeeKly
sVacuum or Spot clean furniure. Alternate Days
6[[Spot clean hard surfaces. Daily
7[[Spot clean carpeted suraces.” Daily
8
9

Alternate Days

1ofPutTUrNRUrE Dack In place. Daily
11 [fnSpectior quality control.” Daily
Elevators
1fDust. Daily
2Spot clean. Daily
3Dustmop hard floor/vacuum carpeted foor Daily
4Damp mop hard floor. Daily




5[CTean elevaior tracks. WeeKly
gPOTISh any metal suraces. Dally
7InSpectTor quality contror. Dally
Public Areas
1[EmpTy and clean trasn receptacies and replace mmers. Daiy
2JEmpty all recycling containers. Daily
3fVacuum all carpets and mats, paying paricular atention 10 eqges and corners. Dalily
4SWeep andror aust mop ana wet mop all nard Surtace 1oors. Dally
sfClean circutar Steps.
e[CTean and disiniect all arinking fountains. Daily
7IClean and disinfect all study carrels, tables, and work surfaces. Daily
gfVacuum cnarrs. WeeKly
Dust all surtaces including vents, blinds, light fixtures, railings, entry and exit gates, furniture,
oltelevisions, computers, electronic equipment, and circular stairs. Daily
10fSpot clean walrls. Dally
11 Spot clean grass. Dally
12[Rearrange all Turniture 1o proper order. Dally
13[Take frash and recyciing 1o appropriate area. Dally
14
Locker Room
1[Tnecessary, post TCl0Seq Tor Service: signs Daily
2fRemove trash. Daily
3Restock dispensers Daily
4Dust AS Needed
5JClean glass and mirors. Dally
6Spot clean walls and doors WeeKly
7[CTean sinks. Dally
gfCTean snowers. Clean and disiniect arams. Daily
ofClean tofets and urnais Dally
10fDustmop Daily
11 JDamp mop. Daily
12fTSpectior quality contror. Daily
Lunchroom
1JRemove trash Daily
2[Dust. Daily
3Do spot cleaning. Daily
4|CIean glass. Dally
5|C|ean sinks, counters. Daily
6|CIean tables and chairs. Dally
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7lDust mop hard floors/vacuum carpets Daily
gDamp mop hard floors. Daily
ofReturn furniture to position. Daily
10|Qua||ty control. Daily
Library Commons
mpty and clean trash receptacles and replace liners. Daily
mpty all recycling contamners. Daily
acuum all carpets and mats, paying paricular atention 10 edges and Corners. Daily
WEED ana/or aust mop and Wet mop aNl nara surtace noors. Dally
lean and disiniect all drinking fountains. Daily
ISINTECT all Study Carrels, anles, and Work Sunaces. Daily
acuum chars. WEEKTy
ust all surfaces including vents, blinds, light Tixtures, railings, entry and exit gates, furniture,
gltelevisions, computers, electronic equipment, and circular stairs. Weekly
pot clean warls. WeeKly
10fSpPat clean grass. Daily
11 JRearrange all furniture 1o proper oraer. Daily
12[[Take trash and recyciing 1o appropriate area. Dally
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